
 

T O W N  O F  G E O R G E T O W N  
Office of  the Town Administrator  

Town Hal l   One Library Street   Georgetown, MA 01833  

P h o n e :  ( 9 7 8 )  3 5 2 - 5 7 5 5    F a x :  ( 9 7 8 )  3 5 2 - 5 7 2 7  
 

N O T I C E  O F  J O B  P O S T I N G  
F I N A N C E  C L E R K  ( P a r t  T i m e )  

 
J o b  D e s c r i p t i o n :  
 

The Finance Clerk provides administrative support to the Town Accountant to 

ensure accurate maintenance of financial records and accounting of funds; other 

related work, as required. 
 
Q u a l i f i c a t i o n s :  

S u c c e s s f u l  c a n d i d a t e  w i l l  h a v e  a  b a c k g r o u n d  i n  a c c o u n t i n g  o r  

b o o k k e e p i n g  o t h e r  r e l a t e d  f i e l d ;  m u s t  p o s s e s s  k n o w l e d g e  o f  

m u n i c i p a l  a c c o u n t i n g  p r a c t i c e s  a n d  p r o c e d u r e s  a n d  d e m o n s t r a t e  

a  s t r o n g  u n d e r s t a n d i n g  o f  t h e  l a w s  a n d  r e g u l a t i o n s  p e r t a i n i n g  t o  

M a s s a c h u s e t t s  a n d  T o w n  G o v e r n m e n t .   C a n d i d a t e  m u s t  h a v e  a n  

a t t e n t i o n  t o  d e t a i l  a n d  a c c u r a c y ,  a n d  h a v e  t h e  a b i l i t y  t o  b e c o m e  

p r o f i c i e n t  w i t h  m u n i c i p a l  f i n a n c i a l  s o f t w a r e  ( M U N I S )  a n d  P R O  

P A Y .   
 
E s s e n t i a l  D u t i e s  a n d  R e s p o n s i b i l i t i e s :  
 

Communicate with vendors, and consultants. 

 

Verify invoices; verify budget accounts for sufficient balance; run reports for warrants. 

 

Prepare monthly budget report and verify accuracy of totals. 

 

Distribute reports to departments and provide information pertaining to balances and 

expenditures. 

 

Maintain vendor files; issue W-9 forms; process reports to generate 1099 forms. 

 

Reconcile revolving accounts. 

 

Perform similar or related work as required, directed, or as situation dictates. 

 
 
T o  A p p l y :  
P l e a s e  s u b m i t  r e s u m e  a n d  l e t t e r  o f  i n t e r e s t  t o  T o w n  A d m i n i s t r a t o r ’ s  

O f f i c e ,  G e o r g e t o w n  T o w n  H a l l ,  1  L i b r a r y  S t r e e t ,  G e o r g e t o w n ,  M A  

0 1 8 3 3  v i a  e m a i l  t o  m s h u l t z @ g e o r g e t o w n m a . g o v .    

mailto:mshultz@georgetownma.gov

